
TOOL 2:
PREPARING
YOUR CV AND
COVER LETTER



M A I N  O B J E C T I V E  T O O L  2

This tool is designed to help you
with the practical preparation in
your job search. It is part of a
series of 5 tools especially
designed for international and
multicultural talent looking for a
job in Belgium.

You’ll learn:

How to make your CV and
motivation letter Belgium proof

How to let your LinkedIn profile
shine

The importance of lifelong
learning

What language course to take
and why
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1  T H E
R E S U M E  
O R  C V

Along with a great cover letter,  your CV is
your ticket to a job interview. So take
your time to make yours stand out.
 
You should definitely start with a clear
structure. You don't want to waste the
recruiter's time. So make your CV as easy
to read as possible.

C L E A N ,
C L E A R  &
T A I L O R E D
The main purpose of your CV is to give
an overview of your professional
achievements. Surely you should also
mention other qualifications or
certifications that can be of added value
to the job. But always keep the main goal
of why you are sending your CV in mind.
 
Always tailor your CV to a specific job
vacancy. Some of your professional
achievements might be more relevant
than others. You can highlight certain
tasks you did that show a wanted skill.
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1-2 pages (max.)

Content: personal data, work experience,
education, additional skills (and
sometimes personality traits)

Special emphasis on professional work
experience with function, time period and
tasks and achievements

Knowledge of English, French or Dutch. If
you're not a native speaker, rate your
Dutch/French skills via following
categories: basic, able to talk with
colleagues, able to talk with customers or
fluent

A  S T A N D A R D  B E L G I A N  C V
C O N S I S T S  O F :
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GUIDELINES FOR YOUR CV

TOOL  2 :  PREPAR ING  YOUR  CV  AND  COVER  LETTER

Start  with your contact information (name,  address,  date of  bir th ,
contact detai ls  such as email ,  phone number and social  media
prof i les l ike LinkedIn).  Also indicate the status of  your Belgian
work permit  ( i f  appl icable).

Proceed with l ist ing your work experience with your most recent
experience f i rst .  State your posit ion and employer as wel l  as your
responsibi l i t ies and start/ leave dates.  Make sure to share
achievements too (preferably achievements that  are relevant for
the job you're applying for) .

List  your education (also beginning with the most recent diploma)
including degree,  locat ion,  start/f inish dates,  study focus and
thesis topic i f  relevant to your further  career.

Definitely  add al l  your language ski l ls  (very important in Belgium).
If  you have no or  l i t t le  knowledge of  Dutch/French,  but  are
planning to take courses for  sure mention i t .

Name IT ski l ls  and addit ional  work-related courses you may have
completed.

Also add a personal  touch:  not  only le isure t ime act iv i t ies ,  but
volunteer  work,  etc.

Always keep the structure of  your CV in mind,  use clear  headings
and subheadings.

Most companies wi l l  screen you based on your competencies and
ski l ls .  But  in some cases you wi l l  need to  val idate your degree i f  i t
was obtained outside of  Belgium. The organisat ion that  can help
you with val idat ing your degree is  different depending on your
stay in the Flemish,  French or  German speaking part .  More
information can be found here.
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Putting your date of birth on your resume can, in some

cases, feel like you're giving yourself a disadvantage. In

Belgium 95% of the people will put their date of birth on

their resume, so if you don't add it,  it would be a bit

strange. If you're, for example, applying for a junior

position and you're a bit older than most juniors, clearly

state in your motivation letter why you're the perfect

candidate despite your seniority.

https://www.belgium.be/en/education/equivalence_of_diplomas
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GAPS

Try to avoid gaps in your CV. If you served in the
military after school, do not just leave it out. As
military service is no longer obligatory in Belgium,
you should mention your service or it might raise
questions. The same accounts for work and travel,
au-pair stays or voluntary services abroad. All those
experiences can also be considered as assets,
especially if you are still young and do not have
much job experience. If you're new in a country or
are trying to figure out what you're new job goal
should be, you probably got a gap between your
previous working experience and the one you're
looking for now. Don't leave this out of your CV.
Explain the gap. You could write: move to Belgium,
following language courses, any other course you
are taking....

LAYOUT

The layout of a CV becomes increasingly important.
You can make a fairly good CV in MS Word or
similar text processing programmes, but it is best
to catch the attention of a potential employer with a
stunning layout. It's the first impression the
employer gets of you, and you want it to be good. In
times of the internet, you no longer need to be a
design professional to make an impressive CV. 

On the following websites you can sign up for

free and create a modern, appealing CV and

pimp your motivation letters.

piktochart.com
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easel.ly
canva.com
 

resume.io

https://piktochart.com/
https://www.easel.ly/
https://www.canva.com/
https://resume.io/


2  T H E  C O V E R
L E T T E R
O R  M O T I V A T I O N  L E T T E R

Motivation letters are a very important
part of the written job application and
they allow you to illustrate your unique
qualities. In a motivation letter, you can
elaborate on your personal strengths and
emphasise your value to the company.
The motivation letter often determines if
you get invited to an interview or not.
This short but personal letter should
convince the company that you are both
motivated and qualified, to help them see
the match. Some Belgian recruiters will
not even look at your application if a
motivation letter is missing.

Do not make your motivation letter longer
than 250 words - one page is more than
enough. You either react to a job vacancy
or you apply spontaneously, but in either
case, make sure to refer to the correct
company and job.
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Make sure that you write a separate
motivation letter for every job
application! As the jobs you apply
for may differ in tasks or
requirements, always adapt the
letter to the job.
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Mention where and how you found the job offer
 
Emphasise qual i t ies required for  the job to show that  you examined the job offer
 
With spontaneous appl icat ions,  indicate that  you know the company ( include references to
their  values and company culture:check their  website) .  Ideal ly  you can make a reference
to someone you've already talked to or  know in the company [More info in Tool  3:  The
importance of  networking]
 
Give concrete examples of  personal i ty  t raits:  i f  you state that  you are a team player ,
mention a real - l i fe si tuat ion where you successful ly  used your qual i t ies as a team player
 
Tel l  them that  you look forward to hearing from them and also mention that  you would be
glad to get  the opportunity  to further  explain your CV or  to present yourself  in  a job
interview -> make them curious and persuade them to answer

The letter is a chance to show them a glimpse
of your personality and your creativity, so feel
free to also take an unconventional approach -
but of course this depends on the function
you're applying for (e.g. marketing people are
generally expected to be more creative than IT
consultants). When you're finished writing your
cover letter, make sure to proofread it and have
others check it as well.
 
In the last section of this tool you will find a
few examples of possible motivation letters.
But don’t forget: always rewrite your
motivation letter with every new application.

Your letter should have a good balance
between professional relevance and
personality, and you should not be too modest,
neither too self-assured. To structure your
motivation letter, you preferably choose a
chronological order. To really convince the
recruiter of your match with their vacancy, try to
use the same description of certain skills,
points or demands that were made in the job
offer. There are no specific rules about layout
and style of your motivation letter in Belgium.
See it as a complementary document to your
CV, where you can distinguish your profile from
other candidates for this job. 

GUIDELINES WHEN WRITING YOUR MOTIVATION LETTER
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3. LINKEDIN

Your headline: this headline is the first thing that is visible underneath your profile picture. A
lot of people put their job title here but it's already in your work history – so why not go for
something a bit more creative? Use it as a pitch that is short and interesting. Make employers
want to check you out. 

According to a Belgian newspaper 3 million Belgians have a LinkedIn profile. So not being active on this
easy to use social business network is a missed opportunity. Here are some tips and tricks you can keep
in mind to make your profile shine. Want to know how to expand your network using LinkedIn? Then take
a look at tool 3: The importance of Networking.

1

2Profile picture: this is your first contact on LinkedIn. Adding a picture will help with memory
recall and it can show a more personal side of yourself. Make sure to upload a professional
picture in a good quality. The ideal picture would be one that is cropped from above your
head to just below the shoulders. Also, make it visible to non-contacts. If your photo isn’t
visible, you will easily be overlooked.

David Akam

Don’t add phrases like “looking for a job”, "actively seeking.." in your headline. It might seem like
a good idea, because you're letting recruiters and your network know you're looking for a job, but
such statements will not really help you. As stated by Forbes: you will make yourself part of a
mass looking for a job and you might across as a bit desperate. If you want recruiters to find
you, you have to know that your headline has the most weight in the algorithm LinkedIn uses to
filter on profiles. That means that the words you put in your headline will be the words through
which others find you.!

https://www.forbes.com/sites/forbescoachescouncil/2018/11/13/should-you-be-actively-seeking-opportunities-on-your-linkedin-profile/#2e082dec5757
https://www.forbes.com/sites/forbescoachescouncil/2018/11/13/should-you-be-actively-seeking-opportunities-on-your-linkedin-profile/#2e082dec5757
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Location:  recruiters are known to narrow down their  search by
locat ion.  Use this to your advantage by adding your locat ion to your
prof i le.

Change your profi le URL:  change the URL of  your prof i le  to
something short  and nice.  By doing this ,  you make i t  much
easier  for  people (and search engines) to f ind your prof i le.
Figur ing out i f  your name is an avai lable solut ion can be a quick
f ix.

Use the “Open Candidates” function:  in  this way,  you can
privately  signal  to recruiters that  you are up for  a new
chal lenge without your current  employer f inding out.  You can
segment the funct ion based on locat ion,  company size,  job
t i t le  etc.

3

4

5
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Skil ls:  add at  least  5 relevant ski l ls  to your LinkedIn.  People with 5
ski l ls  or  more get  more messages from recruiters than those
without.  Other people can rate your ski l ls  i f  you l ist  them. Don’t
forget  that  these ski l ls  need to be professional .  And make sure not
to forget  that  qual i ty  t rumps quanti ty !

Recommend – and get recommended: recommendations boost the
credibi l i ty  of  your prof i le  and competences.  Be generous and
recommend the people in your professional  network you enjoyed
working with.  Usual ly ,  what goes around comes around.  Always
remember the mantra though – qual i ty  over  quanti ty !

Impress with your experience:  because what is  the value of  a job
t i t le  i f  you cannot explain what i t  entai ls? Make sure to add bul let
points to your experiences so the recruiters understand your
expert ise better .  You should l ist  a l l  re levant work experience,
whether i t  is  volunteer ing,  a student job,  a senior  posit ion,  an
apprent iceship or  something completely  different.  Do not write ful l
sentences and make sure to quantify  whenever possible (%,  € ,
budget. . . ) .

6
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TIP:  Take advantage

and ask your fr iends to

rate them already for
you.
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Summary:  this part  explains your unique talents and abi l i t ies.
Google indexes LinkedIn quite high.  I f  you Google yourself ,  your
LinkedIn prof i le  probably ends up in the top results.  You can add
some keywords to your summary to increase your opportunit ies.
This means that  you can add some words you think are relevant
and for  which you want to be found.  For example:  I f  you're an
accountant ,  make sure you include some f inance related words in
your summary.

Be active:  jo in groups,  l ike posts ,  comment on videos – whatever
you f ind relevant and interest ing.  The more you engage on LinkedIn
in a professional  way ( ideal ly  l inked to your broader job goals) ,  the
better .  And your act iv i t ies wi l l  appear on top of  your page and give
the recruiter  a nice idea about your personal i ty  and interests.

9
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TIP:  I t 's  a good

idea to Google

yourself  and make

sure that  what

shows is

professional



4  LIFELONG
LEARNING
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Whether you're looking for a job or currently 
found one you like, you should never stop 
learning and developing yourself. As seen in
"Toolkit 1: How to set your new job goals", 
reskilling yourself could be the best next step for 
you. It's not even necessary to learn something 
completely new, investing in your strengths is 
always a wise thing to do. When you're new in a 
country, the local language is often a new skill to 
acquire. In the next few pages we made a list for 
you with online and offline courses or other 
options where you can combine learning a 
language with another skill. This list is only a 
selection of everything that's out there, you can 
use this as a basis for your search.

 

 
 

General online platforms

                 and edx are two really big online
learning platforms that present a variety of
courses from universities and other
organisations.

             offers some free courses, most cost
around 11 euros. The principle is based on
peer to peer learning, but you will find
teaching stars on the platform. 

 

 
 

Udemy

Online platforms

languages. Not all courses are free, but the quality is 
good.

If you're looking for a more top-notch site for tech
learning                        is your way to go. They offer
one or two free courses.

               offers free courses, but also some that
could cost you 1,000 euros. The free courses are
quite useful as refreshers for topics like
Algorithms, Math, etc. The paid courses are world-
renowned.

 P  a  c  k  t  p  u  b  is the strange one in this list since it 
doesn't offer any courses, but offers some free 
books about tech topics. Perfect for polishing your 
app building skills and Python programming. 

Platforms for technical skills

Code academy offers a lot of free and useful
courses for the most popular programming 

Plural sight

Udacity

Coursera

.

https://www.udemy.com/
https://www.codecademy.com/
https://learn.pluralsight.com/
https://eu.udacity.com/
https://www.packtpub.com/
https://www.coursera.org/
https://www.coursera.org/


5. LANGUAGE TRAINING
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The Berlitz language schools can be found in
Antwerp, Brussels, Ghent, Liège and Waterloo. You
can follow a wide variety of courses individually or in
group, no matter what your level of
Dutch/French/German is. They also offer online
courses.

 

If you want to take your Business
Dutch/French/German to the next level you could
contact the BLCC. They offer a wide range of
language courses focused on the business world.

 

This organisation only offers French courses and is
based in Brussels. They are specialised in French for
European and International Relations and will be
able to teach you the business French you need.

 

Wallangue is an initiative of Wallonia where you
can learn languages   online. It's free to use for all
residents of Wallonia. They offer online courses but
also organise events to practice your new language
in real life. The website is in French only, so you will
need a basic knowledge of it to understand how to
navigate the site (or you can use Google Translate
or any other online translation service).

 

Duolingo is an online language-learning platform. It’s
free, has an app and supports you to learn a
language by using it 5 minutes a day.

Belgium has 3 official languages: Dutch, French and 
German. Depending on where you live and your target 
sector you’ll soon notice that a lot of the vacancies require 
some knowledge of one of these three languages. Here 
are some examples of organisations and schools that offer 
language training:

 

These centres for adult education can be found in most
major cities in Flanders as well as in the Brussels area.
Courses are available during the day and in the evening.
The courses are given in group depending on your level of
Dutch/French. 

 

If you’re looking for more high-paced classes, you should
check out the courses at almost all universities in
Belgium. You’ll learn languages in group with part of the
course consisting of independent study. We highly
recommend this one for those who want to learn on a
high level, perfect for future business life.

 

If you’re not familiar with latin characters or you like to
take your time, you can take a look at the classes this
centre has to offer. The courses take place in small
groups and are tailored to your learning speed. Classes
take place during day time or evenings.

 

If you’re looking for a combination of learning
Dutch/French and another skill, the public employment
services offer good combined courses. If you’re just a
beginner and don’t know any Dutch/French, you’ll first
have to follow a beginner's course somewhere else.

 

1.Centrum voor Volwassenenonderwijs: CVO

2.University courses: eg UTC, Linguapolis

3.Centrum voor Basiseducatie: CBE

4.VDAB(Flanders), Actiris(Brussels)and Forem(Wallonia)

5.Berlitz language school

6.Business Language and Communication Centre

7. The Alliance française Bruxelles-Europe

8. Wallangue

9.Duolingo

https://www.basiseducatie.be/
https://www.vdab.be/english/vdab.shtml
http://www.actiris.be/
https://www.leforem.be/
https://www.berlitz.be/
https://www.blcc.be/en
https://www.alliancefr.be/en/
https://www.wallangues.be/
https://www.duolingo.com/
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Practice your Dutch/French/German with others:

There are a lot of different kinds of initiatives that 
are focused on bringing people together to practice 
a language. There is a website called “Nederlands 
oefenen” where you can find initiatives in your 
neighbourhood. If you want to practice your French 
with others you could attend the  meetings of The 
Brussels French Language  Meetup Group.

Sometimes it can come in handy to know which 
language level you reached. If you're interested to find 
out, contact your public employement service. They 
have free online tests that can help you out. 

Don't  underest imate the power of
good knowledge of  Business
Engl ish.  Almost al l  of  the above
mentioned organisat ions offer
Engl ish courses as wel l .  So i f  your
Engl ish could use some extra
attent ion,  don't  be afraid to take the
step.

Attending language courses is  also a great
way of  expanding your network.  I t 's  an easy
and informal way to meet new people.  There
are stor ies of  people who found their  job
thanks to someone they met at  a language
course.
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6. CV EXAMPLES

Clear overview of
programmes he can

work with

Level of Dutch explained
in a very practical way +

mentioned he is following
a course

Clear overview of previous
work experience +  example

of accomplishments

Head title that immediately
shows her expertise 

Professional
picture

Skills organised by
usage
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7. COVER LETTER EXAMPLES



8  T A K E A W A Y S

Keep your resume as relevant as possible. If not all of your
experiences fit on 1, max 2 pages, then only use the ones most
relevant for the job you're applying for.

Your motivation letter needs to be tailored to each application.

Gaps in your resume should be explained.

If your Dutch/French/German is non-existent or if you're in the
process of learning, do not forget to write on your CV that you're
willing to (further) work on it (or mention a course you're going to
take). Of course only do this if it's true!

Be creative when it comes to your LinkedIn profile: don't just write
your current job title as headline but use this space to really stand
out.

Learning a new language for business purposes is most
recommended with a course at university level. It will take you a bit
more time to learn, but in the end it will pay off with a new
language you can really use on business level. Don't forget to
polish your business English too if necessary.

305-985-3865  | 1116 WARNER STREET BIG PINE KEY, FLT O O L  2 :  P R E P A R I N G  Y O U R  C V  A N D  C O V E R  L E T T E R 17

.



TOOL  2 :  PREPAR ING  YOUR  CV  AND  COVER  LETTER

9. INSPIRED BY

The content in this toolkit is created for the Newcomer Induction Management Acceleration Programme 
(NiMAP), sponsored by ESF and the Flemish Government. Goal of the project is to fasten the job search 
and induction process on the work floor of newcomers entering the Belgian job market by supporting both 
talent and employers. 

Belgian partners in this project are Vlerick Business School - a top-tier international business school - and
Talentree - a new venture building international and entrepreneurial teams. This project is inspired by the
Rapid Acceleration Programme from our transnational partner, Stockholm School of Economics, whom
we are deeply grateful for a great partnership! 

The project team:

We would like to thank:

All international talents who were in the process of finding a job or already found one for
sharing their challenges, learnings, tips and dreams. We wish them a great future career
journey!   
All the companies and organisations for sharing the employer's perspective via focus
groups, interviews and coaching on the work floor
All other organisations like the public employment services, mentoring and other great local
and international projects, network organisations,... for sharing their expertise 
All experts who shared their experiences and knowledge through blog posts and social
media
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Prof Dr Dirk Buyens - Professor of Human Resources and Partner at Vlerick Business School 
Dr Emmy Defever - Senior Researcher Area People and Organisation at Vlerick Business School 
Merel Dutry - Intern Area People and Organisation at Vlerick Business School
Hannelore Waterschoot - Managing Partner at Talentree
Nancy Leys - Project Manager at Talentree
Josefine Duvander - Intern Digital Communication at Talentree
Myrthe Waterschoot - Marketing Manager at Talentree

www.vlerick.com
www.talentree.be


OVERVIEW FIVE TOOLS:

Tool 1 will help you research the Belgian job market, find more information about bottleneck
vacancies and mentoring programmes. You'll discover how you can define your new job goal.
It ends with a framework to help you define your strengths and weaknesses and two
testimonials about reskilling and focusing on your passion.

Tool 1: Setting your new job goals

Tool 2 will help you create a good CV, cover letter and a LinkedIn profile. It contains
information on life long learning and language training with names of possible organisations
and courses. It ends with concrete examples of resumes and cover letters.

Tool 3 will tell you why and how to network. You'll learn how to sell yourself, use LinkedIn as a
network tool and how to follow up on any networking you did. It contains a testimonial of a
newcomer who found a job in Belgium thanks to his network. It contains a checklist you can
use when preparing for a network meeting.

Tool 4 will guide you through the application process. You'll learn about telephone
screenings, preparation for any job interview, assessment centres and feedback. It will give
you more insight on how to answer a question related to salary expectations and the STAR
method (a method frequently used by recruiters). It ends with a testimonial from a newcomer
who found a job by being confident and it contains cards that will help you practice difficult
interview questions.

Tool 5 will help you when you've found a job. It contains information on talent development,
career moves, internal and external networks, evaluation talks, work-life balance and a
testimonial of a newcomer who found a job and made her personal life fit with her work life.
In the end you'll find a checklist that will help you in your first three months on the job.

Tool 2: Preparing your CV and cover letter

Tool 3: The importance of networking

Tool 4: From first call to getting hired

Tool 5: Kick-off in the company

https://www.vlerick.com/en/research-and-faculty/research-in-action/centre-for-excellence-in-strategic-talent-management/research/esf-nimap



